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01 Wisconsin Works (W-2) Introduction

1.1 W-2 Overview and Basic Assumptions

1.1.1 W-2 Overview

The W-2 program is one of Wisconsin's TANF programs. The program provides
employment preparation services, case management and cash assistance to eligible
families. W-2 has the following paid placements: CSJ, W-2 T, TEMP, CMC, and
ARP. In addition, several unpaid placements provide case management and
employment retention services.

Statutory provisions for W-2 are included in Wisconsin Statutes under Chapter 49,
Public Assistance and Children and Family Services. W-2 Administrative Rules are
found in DCF 101, DCF 102, DCF 103, and DCF 120 of the Wisconsin Administrative
Rules.

Contact and location information for each W-2 agency is available on the W-2 Agency
Locator website.
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1.1.2 W-2 BASIC ASSUMPTIONS

W-2 agencies must provide services that are strengths-based, family-centered and
consistent with the W-2 applicant’s or participant’s interests and goals. Agencies must
work cooperatively with applicants and participants to identify needed resources and to
assign appropriate activities. The goal is to build on the strengths and skills of parents
and families. The W-2 agency must provide all services in a culturally and linguistically
competent manner and be accessible for qualified refugees, former refugees and others
with limited English proficiency.

W-2 policies are guided by the consistent application of the following Basic
Assumptions:

1. Work is the best way for parents to support their families. Getting a job
is the first step in the process of achieving economic stability. W-2 assists
parents with preparing for, finding and maintaining consistent employment.
W-2 also works with parents who are unable to work due to a disability by
assisting these parents with navigating the SSI and SSDI application process.

2. Family income should improve when parents work. W-2's goal is to have
parents get the best possible job. W-2 also helps parents access work
supports (e.g. EITC, FS, BC, CS and Wisconsin Shares Child Care) that will
support keeping them employed.

3. Consistent work is essential for parents to achieve economic stability.
W-2 commits to working with parents before and after they find a job. W-2
supports job retention and advancement in a variety of ways because
individual progress toward independence and prosperity is a process. W-2
connects interested parents to needed education and training either before or
after gaining employment, in order to help them move forward to better
employment.

4, W-2 participants are parents as well as job seekers. Working parents
have multiple family and work obligations. W-2 works with parents to identify
strategies to enable them to balance work and family. W-2 also assists
parents who are connected to other programs or supports integrate those
activities with the family’s service plans.

5. Eligible parents must be willing to participate in exchange for W-2
benefits. Parents across the state have access to individualized quality
services. Parents, for their part, must participate to the best of their abilities.

6. Families benefit from participating in W-2. W-2 assists parents with
identifying their goals and locating needed resources. During each
interaction, W-2 works to ensure parents understand their choices and the
resulting consequences. This approach empowers parents to make informed



decisions that strengthen their family. W-2 works with both custodial parents
in a two-parent household and extends services to non-custodial parents
when appropriate.

W-2 matches the needs of working parents with the needs of local
employers. W-2 agencies operate cooperatively within the larger community.
W-2 objectives are best achieved by understanding the needs of local
employers and matching that need with the skills and interests of W-2
participants.
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1.2 Roles Performed by W-2 Agency

1.2.1 Receptionist

All W-2 agencies must have a staff person who performs the role of a Receptionist. That
staff person may perform other functions within the agency as well. The role of the
Receptionist is to meet with individuals as they enter the W-2 agency. The Receptionist
must inform individuals of all programs and services available through the agency. If the
individual wishes to apply for or indicates an interest in learning more about the W-2
program, the Receptionist must initiate the application process by generating the
Application Registration form. (See 1.4.2.1)

The Receptionist must schedule an appointment with a RS the same day or no later
than the following working day using Client Scheduling in CWW.
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1.2.2 Resource Specialist

All W-2 agencies must have a staff person who performs the role of a RS. That staff
person may perform other functions within the agency as well. The role of the RS is to
understand the applicant's needs and assist applicants in determining which programs
or services are likely to support their efforts to find and maintain employment.

In fulfilling this role, the RS will perform these primary functions:

1. Understand the applicant's situation and perform the initial review of need for
employment-related services. The RS will:

a.
b.

C.

Ask the applicant what brought them into the office today.
Ask the applicant what they need to find and/or keep a job.

Gather information through the CARES Work Program Assessment
Driver Flow about the applicant's recent job search efforts, employment
skills, work history, education and potential barriers to employment or
participation in work activities.

Determine how the household composition and circumstances affect the
applicant's ability to work or participate in work activities.

Identify whether the applicant is in a crisis situation (e.g., homeless,
victim of domestic violence, no food in the house, etc.) and the potential
need for an Emergency Payment. (See 19.1) Give the applicant a copy
of the Domestic Violence Brochure (2614). (See 1.4.6)

Identify the need for any necessary accommodations to help the
applicant complete the application process.

Assess current child support case status and informing the applicant of
the child support pass through policy for people in a W-2 Paid
Employment Position placement. (See 15.1.1)

2. Inform each applicant about the services available and assist the applicant in
determining what programs and services are likely to support the efforts at
employment. The RS will:

a.

Explain the services that are available through the W-2 program
including W-2 Employment Position placements, individualized case
management services, and supportive services. The RS must tell the
applicant about the W-2 eligibility criteria and that eligible parents must
be willing to participate in exchange for W-2 payments. The RS must
also explain the W-2 24-month placement time limits and 60-month state
lifetime limit. (See 2.10)


http://dcf.wisconsin.gov/files/publications/pdf/2614.pdf

b. Explain the Job Center Partner programs/other workforce development
programs such as DVR, Ul, FSET, WIOA, and other employment
programs and resources available through the Job Center of Wisconsin
and within the community.

C. Explain the supportive service programs such as FS, Wisconsin
Medicaid and BadgerCare Plus, Wisconsin Shares Child Care Subsidy
Program, EA, WIC, WHEAP, and local housing assistance programs.

d. Explain community resources including those required through the CSN.

e. Explain the services available through the local CAP agency.

The RS must refer the applicant to any programs in which the applicant has
indicated an interest.

3. The RS may initiate the CWW interactive interview to record nonfinancial and
financial information such as income, assets and family composition.

4, As a condition of W-2 eligibility, the RS may:
a. Assign up-front job search activities to applicants. (See 2.9.2)

b. Require the applicant to apply for other appropriate public assistance
programs or resources. (See 2.6.1)

At no point does the RS determine final eligibility or placement in a W-2 employment
position. These are the responsibilities of the FEP based, in part, on the information
collected by the RS.

CWW may refer applicants to the Child Support program via the CWW/KIDS automated
interface, based on information the RS enters on the CWW Absent Parent page.

Basic skill sets required of a RS include:

Verbal and written communication;
Active listening;

Conflict resolution;

Ability to be non-judgmental;
Time management;
Adaptability;

Sensitivity;

Problem solving;

Crises response;
Interviewing skills;
Discussion facilitation;
Customer service; and

Job matching.
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1.2.3 Financial and Employment Planner (FEP)

State statute requires that each W-2 agency have at least one FEP.

The FEP must provide individualized case management services and supportive
services for participants in W-2 employment positions. Although a FEP may have other
staff assistance, the FEP is the primary case manager and has the ultimate
responsibility for the case, including correct eligibility determination for W-2. The FEP
must also coordinate with other agencies to facilitate needed services such as
treatment, education, training, educational needs assessment, career assessment,
vocational evaluation/assessment, and other formal assessments.

The FEP must meet with the applicant within five working days after the date the W-2
agency receives a signed Application Registration form. (See 1.4.2.1) The FEP has up
to seven working days after this first meeting to make a placement determination. The
FEP uses the information gathered to determine eligibility and placement.

The main functions of the FEP are:

« Eligibility determination;

« Assessment;

« Employability planning;

« Service referral; and

« Ongoing case management.

Responsibilities that are part of these functions include:

1. Determining eligibility for W-2 and JALSs, including verifying information
necessary to process the W-2 application, scanning verification timely into
ECF, ensuring that all data is entered into CWW, CARES, and the Time Limit
Tracking application accurately and timely, and ensuring that correct
payments are issued in a timely manner.

2. Providing information on basic money management, personal work habits,
and life skills needed to succeed in the working world.

3. Completing an informal assessment (see 5.2.1), assessing for both strengths
and barriers, including reviewing and updating information gathered by the RS
using the CARES Work Program Assessment Driver Flow.

4. Using the BST, educational needs assessment, and other information
provided by the participant to determine whether a formal assessment by a
gualified assessing agency is needed. (See 5.5.2) Considering barriers to
employment in determining the level of employability, making placement



10.

11.

12.

13.

14.

15.

decisions, and referrals to other services. Providing accommodations and
modifications as needed to support full engagement in work activities or
employment. (See 1.3.1)

When appropriate, assigning reasonable job search activities prior to and
after the determination of W-2 eligibility.

Determining placement in a W-2 employment position and the need for an
Emergency Payment. (See 19.1)

Working with participants to develop a W-2 EP based on participants’ goals
and assessment results, including an educational needs assessments, and
career assessments. Designing a plan to move the participant to
unsubsidized employment as quickly as possible and within the time limits of
the W-2 program. Documenting requirements for assigned W-2 activities and
incorporating Learnfare activity requirements as necessary. (See Chapter 6)

Ensuring that applicants and participants have the necessary supportive
services, accommodations, auxiliary aids and communication assistance
required to participate to the fullest extent possible upon program entry.

Assessing participants' progress in their assigned activities and determining
whether participants are developing the hard and soft skills they need to
obtain and retain unsubsidized employment as quickly as possible after
application. Working with the participants to update the EP as needed based
on the assessment progress and number of months of eligibility remaining.

Identifying noncompliance, determining good cause, applying payment
reductions, and recording participant progress in CARES.

Interpreting and explaining policies governing eligibility, including explaining
the responsibilities and requirements outlined in the PA and securing the
applicant’s signature on the PA prior to beginning a W-2 Employment
Position. These policies include, but are not limited to: a) explaining that
failure to cooperate during the application phase may result in ineligibility; b)
providing information on the Fact Finding Process; ¢) emphasizing that W-2 is
a time-limited program (see 2.10); and d) explaining the W-2 agency’s
discrimination complaint process. (See 1.4.6)

Referring applicants who supply questionable information for front-end
verification. (See 13.2.3)

Referring participants suspected of fraudulent activity for fraud investigation.
(See 13.3.2)

When necessary, referring applicants and participants to other community
services such as food pantries, domestic abuse services, homeless shelters,
literacy councils, child welfare agencies, DVR, and AODA / mental health
services.

Assuring that final eligibility information for W-2 is transmitted to the child
support agency, and assuring that participants cooperate with their child



16.

17.

18.

19.

20.

support agency. During eligibility reviews, the FEP must also review with the
participant his or her child support assignment.

Explaining Learnfare, assessing Learnfare status for Dependent Child(ren) in
a W-2 Group, and providing or arranging for Learnfare case management.
Ensuring enroliment and attendance for dependent child(ren) subject to
Learnfare requirements. (See Chapter 16)

Providing follow-up case management services for at least 12 months to
participants who progress from a W-2 employment position to an
unsubsidized position to encourage and support job retention and
advancement. At local agency discretion, the participant may continue to
receive the follow-up case management services of the FEP beyond the
mandatory 12-month follow-up period as necessary. (See 7.2.3)

Maintaining an effective working relationship with the Job Center partners and
other agencies that provide workforce development programs.

Explaining the W-2 lifetime limit and placement time limit policies. (See 2.10)
Positioning participants to achieve the best outcomes possible within the time
limits of the program by providing early access to barrier remediation and
employment supports. Stressing time limits as a firm deadline and promoting
rapid exit to employment. Communicating the importance of full engagement
in activities and careful transition planning to promote independence.

Ensuring participants with long-term barriers to work that cannot be
addressed within the lifetime limit are referred to alternative programming for
services that will meet their individual needs.

All FEPs must be trained in accordance with state law and administrative rule. (See
Wisconsin Administrative Rules, Chapter DCF 103). Basic skill sets required of a FEP

include:

Verbal and written communication;
Active listening;

Conflict resolution;

Ability to be non-judgmental;
Time management;
Adaptability;

Sensitivity;

Problem solving;

Crises response;
Interviewing skills;
Discussion facilitation;
Customer service;

Job matching;

Safe confrontation;
Assertive communication;
Networking;


http://legis.wisconsin.gov/rsb/code/dcf/dcf103.pdf

Problem identification;

Solution recognition;

Service coordination;

Appropriate feedback;

Coaching and mentoring;

Budget preparation;

Cultural competency;

Interpreting Educational Needs Assessment, Career Assessment, and formal
assessment results;

Ability to put into place needed modifications and accommodations;
Goal setting;

Career development; and

Job retention strategies.

Public assistance workers, including financial and employment planners, are required
by Wis. Stat. ss. 48.981(2)(a) and 48.981(2)(a)13 to report suspected child abuse and
neglect. Suspected child abuse and neglect includes suspicion of child abuse of an
unborn child and includes the belief that abuse or neglect will occur. To report
suspected child abuse or neglect, the public assistance worker must contact either by
phone or personally the local child welfare agency, the local sheriff, or local police
department and provide the facts and circumstances contributing to the suspicion.
Additional information regarding how to make a report of suspected child abuse or
neglect can be found in Wis. Stat. s. 48.981(3).
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1.2.4 Coordinating with Partner Agencies

1.2.4.1 Public Workforce System

1.2.4.2 Wisconsin Job Centers

1.2.4.3 Public and Community Based Supportive Services
1.2.4.4 Child Welfare

W-2 applicants and participants are often connected to other services within their
community. The W-2 Agency is responsible for ensuring that those services are
coordinated with the W-2 services. To do this, the W-2 Agency must establish and
maintain effective relationships with the following partner agencies serving families in
common:

Public Workforce System;

Wisconsin Job Centers;

Public and Community Based Supportive Services; and
Child Welfare.

w0 DN PE

1.2.4.1 Public Workforce System

W-2 agencies must establish and maintain effective relationships with other workforce
programs serving families in common. Integration of services across programs and
providers reduces duplication of effort across agency roles and result in improved
employment outcomes.

W-2 agencies must coordinate with the following workforce providers and programs in
order to maximize employment outcomes:

Job Service programs;
FSET programs;

3. Refugee Employment and Training providers, and other services provided by
VOLAG and MAA,

4.  Workforce Development Boards and services provided through WIOA
programs, including Youth, Adult and Dislocated Worker programs;

Adult literacy providers;
6.  Adult job training administered by the Wisconsin Technical Colleges;



RISE Partnership for Wisconsin;

DVR;

Veteran’s Employment Relations Teams;
10. CAP Agencies; and

11. Other local regional business associations, community based organizations,
and economic development programs.

1.2.4.2 Wisconsin Job Centers

The Wisconsin Job Center system delivers services through locations in 57
communities throughout the state. The centers are part of the workforce system led by
Wisconsin's 11 independently operated, regional Workforce Development Boards. Job
Center partners include Job Service, DVR, technical colleges, county human service
agencies and other community organizations. To find the closest Job Center or talk with
a customer service representative, please visit the JobCenterOfWisconsin.com contact

page.

JobCenterOfWisconsin.com, operated by the Wisconsin Department of Workforce
Development and the Wisconsin Job Center system, is an online Wisconsin-centered
employment exchange, linking employers in all parts of the state and in communities
that border Wisconsin with anyone looking for a job. JobCenterOfWisconsin.com is
available at no-cost to both employers and job seekers and is available 24-hours a day.

1.2.4.3 Public and Community Based Supportive Services

W-2 participants are often connected to other local supportive services. Many of these
supportive services continue to be available after a participant has moved into
unsubsidized employment and may support that individual's continued employment.
The W-2 agency is responsible for ensuring that these services are coordinated with
W-2 services.

W-2 must coordinate with the following public and community-based supportive services
in order to maximize employment outcomes:

1. County and tribal programs, including FS, BadgerCare Plus, Medicaid, CS,
and child care administration. (See 1.4.1)

2. Community-based supportive services including:
« CAP agencies;
« Transportation services;


http://dwd.wisconsin.gov/dwdwia/PDF/wda_list.pdf
https://jobcenterofwisconsin.com/default.aspx
https://jobcenterofwisconsin.com/default.aspx
https://jobcenterofwisconsin.com/default.aspx

e Housing services;

« Domestic violence services;

« Mental health services;

o AODA services;

« Emergency services; and

o Other services including volunteer organizations.

1.2.4.4 Child Welfare

W-2 agencies must have a process for identifying families currently receiving services
from both W-2 and child welfare programs in order to coordinate services across
programs. When a participant is currently involved in a Child Welfare family case plan,
the W-2 EP should take those activities into consideration and ensure that there is no
conflict or overlap of services or assigned activities. When the child(ren) in the W-2
Group are temporarily absent due to child welfare issues, W-2 agencies must meet
specific coordination requirements with the Child Welfare agency. (See 2.8.2.2)
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1.3 Reasonable Accommodations

1.3.1 Introduction

W-2 agencies must follow the guidelines set forth by the ADA. If an applicant or
participant discloses a disability, reasonable accommodations must be offered. The
FEP must incorporate into the participant’s EP all disability-related services and
accommodations that are recommended through a formal assessment. (See 5.5.1.2)

All staff must be familiar with the civil rights standards in service delivery and resources
available to ensure the W-2 program is accessible to and accommodates persons with
disabilities. (See Appendix, W-2 Agency Civil Rights Obligations)
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1.3.2 Reasonable Accommodations for Applicants

Reasonable accommodations must be offered to applicants who have a disability. Such
accommodations may include reading materials aloud to applicants who have learning
disabilities, and going to the individual’s home or other mutually-agreeable location to
complete the W-2 application in-person. Other examples of accommodations are listed

in 1.3.3.
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1.3.3 Reasonable Accommodations for Participants

W-2 agencies must:

1. Ensure participants have the necessary services, reasonable modifications,
and accommodations to successfully engage in assigned W-2 activities; and

2.  Work with employers to put needed accommodations into place for
participants who are making the transition to unsubsidized employment.

The W-2 agency is responsible for identifying the need for the accommodation,
identifying the accommodation itself and making sure that the accommodation is
provided. This includes ensuring that the accommodation is provided at all assigned
activities such as a basic education lab or a work experience site. The Job
Accommodation Network (JAN) is an online resource that provides guidance on
workplace accommodations and disability employment issues. Case managers may find
JAN helpful when identifying and arranging accommodations for an individual.

JAN offers several ways to obtain confidential, personalized assistance, including:

e By Phone: From 9 a.m. to 6 p.m. ET, customers can call JAN toll-free to speak
with a workplace accommodation expert. (800) 526-7234 or (877) 781-9403
(TTY)

e Viathe Web: AskJAN.org offers more than 300 disability-specific publications, as
well as the Searchable Online Accommodation Resource (SOAR), which enables
users to explore accommodation options for different disabilities and workplace
settings.

e« On Demand: JAN’s online service provides customers with individualized e-mail
responses to questions about accommodations and the ADA.

The following table provides examples of accommodations that agencies may need to
arrange on behalf of participants with disabilities. This is not an exhaustive list. The FEP
must work closely with the applicant/participant and that person’s medical providers to
identify the necessary accommodations.

Disability/Impairment Accommodation Description/Examples
For individuals with hearing TTY phone lines or keyboards, sign language
impairment. trainers or interpreters, vibrating pagers, captioned

training tapes, assistive listening devices,
telephones with video or text messaging options.


http://askjan.org/
http://askjan.org/
http://askjan.org/
http://askjan.org/soar/index.htm
http://askjan.org/JANonDemand.htm

For individuals with visual
impairment or photosensitivity.

For individuals with learning
disabilities

Service animals individually trained to do work or
perform tasks for the benefit of an individual with a
disability, including, but not limited to, alerting
individuals with impaired hearing to intruders or
sounds, or providing minimal protection or rescue
work.

Readers, task lighting, glare guards/light filters,
accessible computer equipment/software,
magnifiers, large print, Braille, talking calculators,
backup warning sensors.

Service animals individually trained to do work or
perform tasks for the benefit of an individual with a
disability, including, but not limited to, guiding
individuals with impaired vision, or providing minimal
protection or rescue work.

Color-coded, written, or recorded guides, manuals,
checklists, and instructions, modified computer
screens/software, text-to-speech software, voice-
activated recorders, Reading Pens, sound
absorption panels and environmental sound
machines to minimize distractions,
headset/headphones to listen to music (when
possible) to help concentrate, electronic organizers
and calendars to stay organized, alarm watch or
beeper to stay on task.

Modified assignment or reassignment for when an
individual is unable to perform all of the tasks of a
particular assignment, reassign to tasks the
individual can perform, limit or reduce number of
tasks, break down tasks or adjust time assigned to
allow sufficient time to complete assigned activities.
When these difficulties result from a cognitive or
learning disability, provide a job coach, tutoring, or
on-site assistance.



For individuals with cognitive
impairments

For individuals with brain
injuries

For individuals with mental
health impairments (i.e.
depression, personality
disorders, anxiety disorders,
etc.)

For individuals with multiple
chemical sensitivity.

For individuals with
mobility/manual impairment.

See JAN's Effective Accommodation Practices
Series: Cognitive Impairment.

See JAN's Effective Accommodation Practices
Series: Brain Injuries.

See JAN's Effective Accommodation Practices
Series: Mental Health Impairments.

Modified work/learning environments, alternative
communication methods, air filters or purifiers,
respirator masks.

Modified office equipment/work stations,
wheelchair/scooter, stand/lean stool, anti-fatigue
matting, writing aids, voice recognition software,
alternative keypad/keyboard access, telephone
headsets, money counters and bill and coin
changers, compact material handling (lifting)
devices.

Service animals individually trained to do work or
perform tasks for the benefit of an individual with a
disability, including, but not limited to, providing
minimal protection or rescue work, pulling a
wheelchair, or fetching dropped items.


http://askjan.org/media/eaps/employmentcogEAP.doc
http://askjan.org/media/eaps/employmentcogEAP.doc
http://askjan.org/media/eaps/employmentbrainEAP.doc
http://askjan.org/media/eaps/employmentbrainEAP.doc
http://askjan.org/media/eaps/employmentmiEAP.doc
http://askjan.org/media/eaps/employmentmiEAP.doc

For individuals with a chronic
medical condition

For any individual with a
disability/impairment

Modified assignment or reassignment to allow the
tasks to change based on the individual's condition
when an activity involves a variety of tasks that the
individual occasionally cannot perform due to a
chronic condition. This may involve a simple shift of
duties on a day-to-day basis or alternating locations.
Some medical conditions may have triggers that can
be reduced by using the equipment and
accommodations listed in this table.

Modified/flexible schedule

Assignment of hours must be based on information
provided through formal assessment. Individuals
with certain impairments may have restrictions on
the number of hours they are assigned to
participate.

When formal assessment indicates that an
individual’s impairments may become acute at
times, resulting in the need for the individual to be
absent from assigned activities, good cause must be
accepted without requiring further written
documentation from the individual (see 11.2.2).

For individuals with chronic conditions that are
affected by environmental factors (e.g., respiratory
problems, Multiple Sclerosis, severe allergies,
Lupus, Reynaud’s Syndrome and other conditions),
individual must be given good cause for non-
participation when certain conditions exist, such as
air temperatures below a certain degree or air
quality alert.

For example, an individual relies on public
transportation to get to assignments and prolonged
exposure to cold will exacerbate a condition. The
individual must be given good cause for non-
participation at times when air temperature would
affect individual’s condition.
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1.4 W-2 Application Process

1.4.1 Where to Apply for W-2

1.4.1.1 Applying for W-2 and Income Maintenance Programs
1.4.1.2 Using an Authorized Representative

Any individual may apply for W-2 services. Applicants must apply at the W-2 agency
that serves the geographical area in which they reside. The following exceptions apply:

« An applicant who resides in an area served by a W-2 agency that serves
more than one geographical area may apply at any of that agency’s W-2
offices, even if the office is located outside of the applicant’s geographical
area.

e An applicant who is a victim of domestic abuse may apply at any W-2
agency.

« An applicant who resides in a treatment facility and who does not have a
primary residence to which they intend to return must apply at the W-2
agency that serves the geographical area where the treatment center is
located. If the applicant maintains a primary residence and plans to return
to that primary residence, the applicant must apply at the agency that
serves the geographical area in which the primary residence is located.

« An applicant who is homeless may apply in any geographical area.
Agencies should, however, encourage homeless applicants to apply in the
geographical area in which they anticipate finding permanent housing

1.4.1.1 Applying for W-2 and Income Maintenance Programs

W-2 agencies must coordinate with the agencies providing the Income Maintenance
(IM) programs [FoodShare (FS) and Medicaid/BadgerCare Plus] to:

1. Ensure that services delivered under W-2, FS, and Medicaid/ BadgerCare
Plus programs are coordinated in a way that effectively serve the
recipients of those services (Wis. Stat. s. 49.143(2)(d)); and

2. Ensure that procedures are in place to protect the application filing date
for FS.

IM Consortia and Tribal IM agencies are encouraged to co-locate staff at the W-2
agency to meet caseload needs and provide access to eligibility determination services
for FS and Medicaid/BadgerCare Plus. If IM Consortia and Tribal IM agencies are not
co-located, W-2 agencies must provide individuals who request FS with:


https://docs.legis.wisconsin.gov/statutes/statutes/49/III/143

« A computer and the ACCESS web site (access.wi.gov) if the individual
wants to apply online;

e The correct agency phone number if the individual wants to apply by
phone. IM agency phone number can be found at
http://www.dhs.wisconsin.gov/forwardhealth/imagency/index.htm; or

e The paper FoodShare Wisconsin Registration form (F-16019A) if the
individual does not want to apply online or by phone. If the individual opts
for the paper FS application, the W-2 agency must fax the completed form
to the Milwaukee Document Processing Unit if the individual lives in
Milwaukee County or to the Central Document Processing Unit if the
individual lives outside of Milwaukee County. Use
http://www.dhs.wisconsin.gov/forwardhealth/imagency/index.htm to get
the appropriate document processing unit fax number.

1.4.1.2 Using an Authorized Representative

There are times when an applicant may not be able to complete the application forms
personally. W-2 agencies must accept all forms including the Application Registration
form from an applicant's legally responsible relative or guardian. For example:

e A spouse can submit the Application Registration form for his or /her wife
or /husband.

« A parent can submit the Application Registration form for his or /her
dependent child.

« A legal guardian can submit an Application Registration form for his or /her
ward.

« When the applicant is incompetent or incapacitated, someone acting
responsibly for an applicant can submit the Application Registration form
on that individual's behalf. This person would be considered the
applicant's authorized representative.

When an applicant chooses to use an authorized representative, both the applicant and
the authorized representative must sign the Authorization of Participant Representative
form (2375). The agency must not refuse an authorized representative unless the
authorization itself appears to be fraudulent. The authorized representative is
responsible for submitting the signed Application Registration form and any required
documents.
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1.4.2 Applying For W-2

1.4.2.1 How to Initiate a W-2 Request

The W-2 application process begins on the date the applicant gives the agency the
signed Application Registration form* generated from the CWW Print Application
Registration page. Once the Receptionist begins the application process, then the
agency must schedule an appointment for the applicant with the RS the same day or
the following working day using Client Scheduling in CWW. See section 1.2.2 for more
detail on the role of the RS.

The applicant may choose to take the Application Registration form home to review, but
it is important for the Receptionist to explain that the application process cannot begin
and the application date cannot be set until the agency receives the signed form.

Agencies must only use the paper Wisconsin Works (W-2) and Related Programs
Registration form (14880) when:

1. CWW is unavailable and the applicant cannot wait for availability to resume;
or

2. There is not sufficient time to generate the CWW Application Registration
form before the W-2 agency closes to the public.

The W-2 agency must scan into the ECF the signed copy of the CWW-generated
Application Registration form, or the paper registration form used if CWW was
unavailable.

*Note: The Application Registration form is also referred to as the Request for
Assistance (RFA).

1.4.2.1 How to Initiate a W-2 Request
The W-2 agency initiates a W-2 request to generate the CWW Application Registration
form by entering the W-2 request via the CWW Record New Group Level Program

Request on the Case Summary page.

For detailed instructions on how to process W-2 requests, please see the Request for
Assistance (RFA)/Case Processes for W-2 desk aid.
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1.4.3 Completing the W-2 Application

No later than five working days after the applicant submits the signed Application
Registration form, the FEP must hold the intake interview with the applicant.

All applicants requesting W-2 services, including JALs*, must sign the Application
Summary at the end of the interview. All adults in the W-2 Group must sign the
Application Summary.

An application for W-2 is complete when both of the following have occurred:

e The FEP conducted the intake interview during which the FEP entered all
eligibility information into CWW; and

« The FEP collected the applicant’s signature on the CWW Application
Summary that prints from the CWW Generate Summary page.

An applicant must sign the Application Summary in the presence of a W-2 agency
representative, even if an authorized representative is signing. If the applicant signs with
a mark, two witnesses’ signatures are required. The second adult in a W-2 Group does
not need to sign in the presence of a W-2 agency representative.

In order to secure an applicant’s signature on either the Application Registration form or
the Application Summary, the FEP may conduct a home visit as a reasonable
accommodation. (See 1.3.2) When a home visit is required, the FEP must document the
date of the home visit on CARES screen CMCC.

If CWW is unavailable for the intake interview, the applicant must complete and sign the
Wisconsin Works (W-2) and Related Application form (2471). Signing this form is the
equivalent of signing the Signature page of the Application Summary.

By signing the Application Summary, the applicant:

« Attests that all information provided in the application is correct and
complete; and

« Attests to understanding and agreeing to some basic policies of the W-2
program, such as authorizing the W-2 agency to request and receive
information from other sources and understanding the fraud rules.

If hardware issues make it impossible for the FEP to print the Application Summary, the
FEP may choose the Mail Summary option on the CWW, Generate Summary page.
Under this rare circumstance the FEP must have the applicant sign the Back-up
Applicant/Participant Signature form (11154) while in the office for the intake interview.



http://dcf.wisconsin.gov/files/forms/pdf/2471.pdf
http://dcf.wisconsin.gov/files/forms/pdf/11154.pdf
http://dcf.wisconsin.gov/files/forms/pdf/11154.pdf

The FEP must attach this signed form to the signed Application Summary Signature
page when the participant returns the mailed Signature page.

The agency must scan the signed copy of the Application Summary's Signature page
into ECF. If the agency used the Wisconsin Works (W-2) and Related Application form
(2471) because CWW was unavailable, then the agency must scan the entire form into
ECF.

*Job Access Loan applicants must also complete the Job Access Loan Application
(DWSP-2482).
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1.4.4 Determining Eligibility and Making a W-2
Placement

No later than seven working days after the first meeting with the applicant, the FEP
must determine W-2 eligibility using all financial and nonfinancial eligibility criteria. (See
Chapter 2 and Chapter 3) In extenuating circumstances, when the applicant needs
additional time to gather verification, the agency can extend the eligibility process for up
to 30 days from the date the agency receives the signed Application Registration form.
(See 4.1.3)

Included in the nonfinancial eligibility criteria are two activities that the RS or the FEP
may assign:

« Upfront job search activities, (See 2.9.2) and
o Requirement to apply for other appropriate public assistance programs. (See
2.6.1)

During this same seven-day time frame, the FEP must also work with the applicant to
determine the most appropriate W-2 placement.

To make the most appropriate placement decision, the FEP discusses and reviews with
the applicant the:

Results of the informal assessment; (See 5.2)

Results of the educational needs assessment; (See 5.3)

Results of any career assessment;

Results of the BST , if completed; (See 5.4.1.1)

Progress made in up-front job search, if assigned; (See 2.9.2) and

Results of any other vocational evaluation/assessment or formal assessment
obtained during the application process. (See 5.1.1)

The FEP must make a placement determination no later than 12 working days after the
date the agency receives the signed Application Registration form. The W-2 agency
must not extend the timeframe past the 12 working days (five days to meet with the FEP
and seven days for the FEP to make an eligibility determination and placement) to
accommodate a lengthier job search. W-2 agencies must not use the up-front job
search requirement to delay eligibility determination or placement. (See 2.9.2.2)
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1.4.5 Application Processing Timeframe

Below are the application processing time frames that all \W-2 agencies must adhere to:

1.

The same day or the following working day after an individual applies for W-2
by submitting the signed Application Registration form, (see 1.4.2), a W-2
agency representative must schedule and hold an appointment between the
applicant and a RS. If this initial meeting is with a FEP, then no later than
seven working days after this meeting, the FEP must determine W-2 eligibility
and make the most appropriate W-2 placement for the applicant.

No later than five working days after an individual applies for W-2 by
submitting the signed Application Registration form, the W-2 agency must
schedule and hold an interview between the FEP and the applicant.

No later than seven working days after the first meeting with the FEP, the
FEP must determine W-2 eligibility and make the most appropriate W-2
placement for the applicant.

The W-2 agency representative must schedule all appointments through Client
Scheduling in CWW. If the agency extends the application timeframe, agency staff must
document the reason in case comments. The agency may extend the application
timeframe for up to 30 calendar days from the application date for the following:

» The applicant asks to reschedule the RS or FEP appointment; or
» The applicant asks for more time to submit verification.

closed.

1.
2.

Example 1: Mariah arrives at the W-2 office on Thursday, March 10, 2016, at 4:00
p.m. She wants to apply for W-2 services, but says that she cannot stay as she has to
pick up her children from child care. By the time she can return, the office will be

Mariah has several options.

She can return to the W-2 agency at a later date to apply.

She can wait a few minutes for the agency staff to generate the Application
Registration form for her to sign and submit. If Mariah chooses to do this, the
W-2 agency must schedule a meeting with the RS the following day, March
11, and a meeting with the FEP no later than March 17 (five working days
after the date the W-2 agency received the signed Application Registration
form).

She can take the paper Wisconsin Works (W-2) and Related Programs
Reaistration form (14880) with her and return it at her convenience. However,
the W-2 agency must explain to her that the application process cannot begin
until the agency receives the signed form.



http://dcf.wisconsin.gov/files/forms/doc/14880.docx
http://dcf.wisconsin.gov/files/forms/doc/14880.docx

If Mariah chooses to return the paper form on Friday, March 11, the RS must meet with
her that day or no later than Monday, March 14 (the following working day after her
application date of Friday, March 11). The agency must schedule her appointment with
the FEP no later than Friday, March 18 (five working days after the date the W-2
agency received the signed Application Registration form).

Mariah calls the agency Friday, March 18, the day of her FEP appointment, because
her daughter is sick and she needs to reschedule. The agency gives Mariah a new
FEP appointment date and documents the reason for the application timeframe
extension in case comments.

Example 2: Tequita comes to the W-2 office and applies for W-2 Thursday, March 10,
2016. The next day (Friday, March 11), she meets with a FEP who completes the
CWW intake interview and pends Tequita for asset verification. On Friday, March 18,
the agency receives a copy of Taquita’s most recent bank statement. The FEP must
determine W-2 eligibility and make the most appropriate W-2 placement as soon as
possible but no later than Tuesday, March 22 (seven working days after the meeting
with the FEP).
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1.4.6 Required W-2 Forms and Publications During
the Application Process

There are some other forms and publications that agencies are required to distribute at
specific times during the W-2 application process, and there are some forms that are
available in the event that CWW is not functioning. Below is a list of these forms, a
description of each form, and guidance as to when the form or publication must be
distributed to applicants.

W-2 Benefits and Services Offered at Wisconsin Works Agencies (11890-P)

This brochure provides a one-page description of the benefits and services available at
the W-2 agency. All W-2 agencies are required to provide this brochure to every
individual who requests assistance of any kind from the W-2 agency. W-2 agencies
must have a supply of the brochure available in all of the public locations within their
offices. In addition, at a minimum, it is suggested that the W-2 agencies ensure a supply
of the publication is available for Greeters, Receptionists, and Resource Specialists to
give to people with whom they speak.

What to Bring With You (2372-P)

The What to Bring With You publication describes the types of documentation an
applicant may need to provide in order to verify specific information needed to
determine W-2 eligibility. This publication must be given to the applicant at the time s/he
inquires about the W-2 program. This publication is also used for various
Medicaid/BadgerCare Plus programs as well as the FS, Child Care, and CTS programs.

W-2 Rights and Responsibilities (398-P)

The W-2 Rights and Responsibilities brochure outlines a participant’s rights and
responsibilities when participating in W-2 and RCA programs. This form must be
provided to participants and reviewed during the application process. Applicants must
initial the signature page of the CWW Application Summary acknowledging that they
received the brochure.

Wisconsin Works (W-2) Participation Agreement (10755)

The W-2 Participation Agreement (PA) outlines the basic participation requirements for
a W-2 participant. During the application process, the FEP must provide this form to the
applicant and thoroughly review it. After the agreement has been discussed, the worker,
applicant, and all adults in the W-2 Group must sign it. The agency must give the
participant a signed copy of the PA and scan the original into ECF.

The PA is important throughout the individual’s time in W-2 because it outlines the
requirements of W-2 participation. W-2 agencies may review the PA at EP updates, W-2
reviews, and as necessary. W-2 agencies may refer back to the PA if the participant


http://dcf.wisconsin.gov/files/publications/pdf/11890.pdf
http://dcf.wisconsin.gov/files/publications/pdf/2372.pdf
http://dcf.wisconsin.gov/files/publications/pdf/2372.pdf
http://dcf.wisconsin.gov/files/publications/pdf/398.pdf
http://dcf.wisconsin.gov/files/forms/pdf/10755.pdf

claims not to have known or understood a specific W-2 provision that was explained in
the PA.

Good Cause Notice (DWSP-2018)

The W-2 agency must provide the Good Cause Notice form to all W-2 applicants and
participants. The notice shall be provided to applicants when they apply for W-2 and to
participants when a child is added to the W-2 Group, when a parent leaves the W-2
Group, at reapplication for continued benefits, and if a participant discloses to his or her
FEP that the participant is experiencing circumstances that may meet the CS good
cause criteria. A signed copy of this notice must be scanned into ECF. For other
relevant CS-related forms and publications, see Chapter 15.

Notice of Assignment: Child Support, Family Support, Maintenance, And Medical
Support form (2477)

W-2 agencies are required to give all W-2 applicants the Notice of Assignment: Child
Support, Family Support, Maintenance, And Medical Support form. Those applicants
being referred to the local CSA, or applicants already receiving services from the local
CSA, must sign the Notice of Assignment form acknowledging the assignment of child
support or at least an understanding of how child support payments are assigned if they
begin receiving child support payments while receiving W-2 services. (See 15.1.3) A
signed copy of this notice must be scanned into ECF.

W-2 Barrier Screening Tool Agreement (13578)

W-2 agencies are required to offer the BST to all W-2 applicants prior to the initial W-2
placement. (See 5.4.1) The W-2 Barrier Screening Tool Agreement form must be given
to the applicant to help explain the purpose of the screening and the types of follow-up
services that may result from completing it. Applicants must indicate at the bottom of the
agreement their decision to complete the screening process or decline to be screened.
A signed copy of this notice must be scanned into ECF.

Domestic Violence Brochure (2614)

W-2 agencies are required to provide a copy of the Domestic Violence Brochure at the
appointment with the RS. For safety reasons, it is important that W-2 agency staff point
out the brochure so that the applicant can decide if it is safe to keep. Including the
brochure in a stack of other papers may put the applicant/participant at risk if she/he is
unaware of its presence.

TANF Electronic Benefit Transfer Transaction Restrictions Flyer (2947)

W-2 agencies must provide the TANF EBT Restrictions Flyer to all W-2 applicants
during the application process and at eligibility reviews. The flyer identifies specific
merchant locations where TANF funded assistance cannot be accessed and specifies
types of electronic benefit transfer transactions that are prohibited. This discussion
provides an opportunity to educate participants about responsible spending to provide
for basic needs.



http://dcf.wisconsin.gov/files/forms/pdf/2018.pdf
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1.5 W-2 Eligibility Reviews

1.5.1 W-2 Eligibility Reviews

The W-2 agency is required to conduct a W-2 eligibility review at least every Six 6
months.

When a CMF, CMF+, or CMU participant has a work schedule that makes it difficult to
come into the office for a face-to-face eligibility review, the W-2 agency may conduct the
eligibility review by telephone.

1.5.1.1 Conducting W-2 Eligibility Reviews by
Telephone

When conducting a W-2 eligibility review by telephone, the FEP must review the CMF,
CMF+, or CMU participant’s eligibility information and advise the participant of the
verification items and required forms that he or she must submit following the review.
After conducting the W-2 eligibility review by telephone, the FEP must:

1. Summarize the information collected during the interview;

2. Collect a telephonic signature from the participant;

3. Generate a current Case Summary; and

4. Mail the Case Summary and other required forms to the participant unless he or she
prefers to pick them up at the W-2 agency

1.5.1.2 Telephonic Signature

A signature over the phone has the same legal effect and can be enforced in the same
way as a written signature. When a CMF, CMF+, or CMU participant completes a W-2
eligibility review by telephone, a telephonic signature is a valid form of signature on the
Case Summary page.
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02 Nonfinancial Eligibility

2.1 Introduction

Applicants must meet nonfinancial and financial eligibility criteria in order to be
considered eligible for W-2 services or a JAL. See 3.1 for information on financial
eligibility.
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2.2 General Nonfinancial Eligibility Criteria

2.2.1 List of Criteria

In order to be nonfinancially eligible for W-2 services and JALs for any month, an
applicant or participant must meet the following criteria. For eligibility information
regarding minor parents, noncustodial parents, pregnant women, and pregnant women
with at-risk pregnancies, see 7.5.2, 7.5.1, 7.5.3, and 7.4.6 respectively. For information
on verifying the following criteria, see Chapter 4.

H w0 DnhPE

Be a Custodial Parent. (See 2.3.1)
Be 18 years of age or older.
Be a U.S. citizen or qualified non-citizen. (See 2.4.1)

Be a resident of Wisconsin and unless the applicant is a migrant worker,
demonstrate an intent to continue living in the state.

Cooperate, unless good cause or other exceptions exist, with efforts to
establish paternity of the Dependent Child or children and secure and enforce
child support orders. This cooperation requirement extends to any W-2 Group
member who is a custodial parent of a child whose paternity has not been
established or who has a noncustodial parent. The requirements for custodial
parents and non-custodial parents to cooperate with child support are outlined
in 15.3.1.

Assign the rights to any support or maintenance (child or family support) to
the state. (See 15.1.1)

Provide all requested documentation within seven working days after
receiving the request for information from the W-2 agency. (See 4.1.3)

Have made a good faith effort, as determined by the W-2 agency on a case-
by-case basis, to obtain employment and have not refused any bona fide offer
of employment, including a job quit, within 180 calendar days immediately
preceding application. This policy only applies to applicants and the W-2
agency has the discretion to define when a bona fide offer of employment has
been made and what demonstrates a good faith effort. In addition, this applies
specifically to individuals applying for one of the two W-2 Paid Employment
Positions and does not apply to ARP and CMC.

Have cooperated with the W-2 agency’s assistance with finding employment if
the current application is within 180 calendar days of a previous application
for W-2 services by the individual. This policy applies only to applicants and it
only applies to noncooperation with the efforts of the W-2 agency to assist the
individual in obtaining employment and does not pertain to every aspect of the
application such as providing income verification. In addition, this applies
specifically to individuals applying for one of the two W-2 Paid Employment
Positions and does not apply to CMC and ARP.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.
20.
21.

Not receive SSI or state supplemental payments. If an individual has been
determined eligible for SSI, he/she remains eligible for W-2 until he/she
actually receives a SSI payment.

Not receive SSDI. If an individual has been determined eligible for SSDI,
he/she remains eligible for W-2 until he/she actually receives a SSDI
payment.

An adult disabled before age 22 may be eligible for child's disability benefits if
a parent is deceased or starts receiving retirement or disability benefits. The
adult disabled before age 22 receives the benefit based on a parent’s Social
Security earnings record. The adult must be unmarried, age 18 or older, and
have a disability that started before age 22. FEPs must code this disability
income as ‘SSDC’ in CARES Worker Web. For more information, see
https://www.ssa.gov/planners/disability/qualify. html#anchor8

Not participate in a strike on the last day of the month. If eligibility is
determined prior to the last day of the month and the applicant is on strike,
they are ineligible. If a participant in a W-2 employment position goes on
strike, that participant becomes ineligible for W-2.

Cooperate in applying for other public assistance programs or resources that
the FEP believes may be available to the individual. (See 2.6.1)

Apply for or provide a SSN for all W-2 Group members, unless exempt. (See
2.7.1)

Report changes in circumstances that may affect eligibility within 10 calendar
days after the change, except for temporary absence of a child which must be
reported within five working days. (See 2.8.1)

Cooperate in providing information needed to verify school enroliment status
or good cause for the Learnfare program for children age 6-17 in a W-2 Group
whose parent is placed in a TMP, CSJ, or W-2 T placement. (See Chapter 16)
Cooperate in providing school enrollment status and expected graduation
date for a Dependent 18 Year Old when the parent's W-2 eligibility is being
determined based on that child as a Dependent 18 Year Old.

Cooperate in the requirement to search for unsubsidized employment
throughout his or her participation in a W-2 employment position. This
requirement does not apply to CMCs, ARPs, or AmeriCorps VISTA
Volunteers. (See 2.9.1)

Cooperate with providing eligibility information for other W-2 Group
member(s).

Cooperate with providing information for quality assurance reviews.
Not be a fugitive felon (See 42 U.S.C. 608(a)(9)(A)(i)).

Not be violating a condition of probation or parole imposed under federal or
state law.
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22.

23.

24.

25.

State in writing whether he or she has been convicted in any state or federal
court of a felony that has an element of possession, use or distribution of a

controlled substance. (See 11.7.1)

Have no other W-2 Group member participating in a W-2 employment
position. This requirement does not apply to an individual applying for a JAL
only.

Beginning on the date the individual has attained the age of 18, the total
number of months in which the individual has actively participated does not
exceed the 60-month state lifetime limit. (See 2.10.1)

Verify pregnancy for pregnant women with no other dependent children. (See
7.5.3 and 7.4.6)
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2.3 Custodial Parent

2.3.1 Determining Who is a Custodial Parent

Only one W-2 Group may receive a W-2 payment for a Dependent Child. When there is
no legal custody or placement order, the Parent with whom the dependent child resides
is the Custodial Parent (CP). Dependent children must be included in the household
where they reside.

There may be situations when the primary residence of a dependent child is not easily
determined. If the primary residence of a dependent child is questionable, court
documents can be used to determine if there is a primary caretaker designated.

If there is joint legal custody of a child and the custody is split equally in half, the parents
can be asked to decide which parent is considered the primary caretaker. If the parents
cannot or will not decide, the FEP should compare the parents' activities and
responsibilities against the following list and determine which one is exercising more
control than the other:

1. If the parents reside in different school districts, where does the child attend
school? Who selected the school?

2. Who assists the child with homework or school-related tasks?

3. Are there tuition costs for the child's education? If so, who pays those costs?
4, If the child is enrolled in day care, who arranges for and pays these costs?
5. Who is responsible for taking the child to and from school and/or day care?

6. Which parent is listed as the contact for emergencies at the child's school or
day care provider?

7.  Who arranges medical and dental care for the child? Who selects the
physician and dentist?

8. Who maintains the child's medical records?

9.  Who initiates decisions regarding the child's future?



10.

11.

12.

13.

14.

Who responds to medical or law enforcement emergencies involving the
child?

Who spends money on food or clothing for the child when the child visits the
absent parent?

Who disciplines the child?
Who plays with the child and arranges for entertainment?

Are more of the child's toys, clothing, etc. kept at one parent's home than the
other's?

FEPs must use the best information available to make a decision, and document in
case comments the basis of the determination.
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2.4 U.S. Citizenship / Qualified Non-Citizens Immigration Status

2.4.1 Verifying U.S. Citizenship or Qualified Non-
Citizen Status

2.4.1.1 SAVE

When applying for W-2, all applicants must verify U.S. citizenship or qualified non-
citizen status of all adults in the W-2 Group.

See 4.1.2 for examples of allowable documentation verifying U.S. citizenship.
Citizenship needs to be verified only once.

If the applicant is not a U.S. citizen or national he or she must present immigration
documentation that the W-2 agency will verify through SAVE. The documents found in
the Non-Citizen Eligibility Documentation appendix can be used to show that an
individual is in qualifying status. The W-2 agency cannot specify which type of
document an applicant must present to show their immigration status.

Once an applicant has provided documentation identifying his or her status as a
gualified non- citizen, he or she is presumptively eligible until the FEP verifies the status
through SAVE. The FEP should not delay or deny the applicant’s eligibility for W-2 on
the basis of the applicant’s immigration status while seeking verification.

If a non-citizen applicant’s immigration status has already been verified through the
FDSH, this is considered valid verification for W-2 and the FEP does not need to
request documentation from the non-citizen and verify it through SAVE.

All documents issued by USCIS containing a photo serve as verification of identity and
immigration status.

Over time, a non-citizen’s immigration status may change. If this occurs and the
individual’s new immigration status has been verified through the FDSH, this is
considered valid verification for W-2 and the FEP does not need to request
documentation from the non-citizen and verify it through SAVE. If the new status has
not been verified through the FDSH, the individual must present immigration
documentation of the new status that the FEP will verify through SAVE.

FEPs should not update the immigration status code of individuals who were previously
verified as a refugee, asylee, Cuban/Haitian Entrant, individual granted withholding of
deportation or removal, victim of trafficking, or Iragi or Afghan special immigrant.
Individuals in these statuses are exempt from the five year ban on certain public
benefits even if their immigration status later changes, and updating the immigration



status code could cause the individual to incorrectly lose eligibility for the benefits. For
example, a refugee whose immigration status changes to Lawful Permanent Resident
should remain coded as a refugee.

If the applicant does not present documentation and his or her status has not been
verified through the FDSH, the FEP must presume that the person is in the status he or
she claims until he or she has been provided an opportunity to present the appropriate
documentation. This is also the case if the applicant presents a document that:

« Does not appear to be genuine;
« Does not apply to the person presenting it; or
e Is expired.

If the applicant does not have documentation of their immigration status, the FEP
should refer the individual to the local USCIS office to obtain it. In cases involving
participants who are hospitalized or medically disabled, or who can otherwise show
good cause for their inability to present documentation and for whom securing such
documentation would constitute undue hardship, the FEP must make every effort to
assist the individual in obtaining the required documentation.

Children of adult non-citizens are provided their own USCIS documentation. However,
this documentation does not verify relationship to family members. When verifying
custodial parent relationships of non-citizens,the FEP should follow the same
procedures as used with U.S. citizens (see 2.3.1).

2.4.1.1 SAVE

SAVE is the system used to verify an applicant’s immigration status. To acquire access
to the SAVE system, W-2 workers must submit the CARES Automated Systems Access
Request (F-00476) form to the CARES Security staff.

SAVE is found at the following website:
https://save.uscis.gov/Web/vislogin.aspx?JS=YES. The manual for using this system
and for verifying alien status is located at:
https://prd.cares.wisconsin.gov/help/ph/process_help/h82/82.htm.
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2.4.2 Qualified Non-Citizens

The following qualified non-citizens (formerly referred to as “Qualified Aliens”) may be

eligible for W-2:

1.  An alien lawfully admitted to the United States for permanent residence under
the Immigration and Nationality Act;

2. An alien who is granted asylum under section 208 of the Immigration and
Nationality Act;

3.  Arefugee who is admitted to the United States under section 207 of the
Immigration and Nationality Act, including Special Visa Immigrants from Iraq
and Afghanistan under section 1059 of H.R. 1815;

An alien who has been certified as a victim of trafficking;

5. An alien who is paroled into the United States under section 212(d)(5) of the
Immigration and Nationality Act for a period of at least one year;

6. An alien whose deportation is being withheld under section 243(h) or
241(b)(3) of the Immigration and Nationality Act;

7. Cuban and Haitian aliens, as defined in section 501(e) of the Refugee
Education Assistance Act of 1980;

8. An American Indian born in Canada who is at least 50% American Indian by
blood, or an American Indian born outside of the United States who is a
member of a federally recognized Indian tribe;

0. An alien who has been battered or whose child has been battered, who is no
longer residing in the same household with the batterer, and who meets the
requirements of 8 U.S.C. s. 1641(c);

10. Analien who is granted conditional entry pursuant to section 203(a)(7) of the
Immigration and Nationality Act as in effect prior to April 1, 1980;

11. Amerasian Immigrants, as defined in section 584 of the Foreign Operations,
Export Financing, and Related Programs Appropriations Act of 1988;

12. An alien who is lawfully residing and is one of the following:

a. An armed forces veteran who received an honorable discharge that was
not on account of alienage and who completed either 24 months of
continuous active duty or the full period for which the individual was
called, unless the individual received a hardship discharge under 10
U.S.C. s. 1173, early discharge under 10 U.S.C. s. 1171, or a discharge
due to a disability incurred or aggravated in the line of duty.

b. On active duty in the armed forces of the United States, other than
active duty for training.



C. The spouse of an individual described in subdivision a. or b., or the
unremarried surviving spouse of an individual described in subdivision a.
or b. if the marriage was for one year or more or the individual had a
child in common.

13. Analien who is lawfully residing in the United States and authorized to work
by USCIS.

W-2 for qualified non-citizens is not paid with federal funds, so they are exempt from the
60-month federal lifetime limit. Qualified non-aliens are subject to the state 60-month
state lifetime limit and 24-month placement time limits. If an individual is in one of the
gualified non-citizen groups listed above, and is coded as such on the Alien/Refugee
Information page in CWW, CARES will automatically disregard federal months for
qualified non-citizens. W-2 Agencies must not manually enter a federal month of TANF
assistance for any month a qualified non-citizen participates in W-2. (See 2.10.9) In a
two parent case where one parent is a qualified non-citizen and the other is a U.S.
citizen, the U.S. citizen will only use months of federal TANF assistance when the U.S.
citizen is in a paid placement.
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2.4.3 U.S. Citizenship for Foreign-Born Children

Some foreign-born children, including adopted children, residing permanently in the
United States acquire citizenship automatically if at least one custodial parent is a
citizen. To be eligible, a child must meet the following requirements:
